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IS.WILimni  FOR  FIELD  PROJECT  LEADERS 
Sub j Gct :  ProcecLaro  to  bc'follov/cd  in  soliciting  bids 

Unless  exigency  can  be  established,  no  piirchaso  of  supplies  or  services 
other  than  personal  services  may  be  nrade  uhere  the  total  amount  involved  ex¬ 
ceeds  $50  without  first  obtaining  corrpet  it  ion,  that  is,  v/ithout  soliciting  bids. 
(Pooragreph  67,  Fiscal  ReguleAions  of  the  Department  of  Agriculture). 

iTotc  the  expression:  "supolies  or  services  other  thou  personoA  services." 
The  term  "supplies"  includes  any  cuticle,  equipment,  material,  or  supply  pur¬ 
chased  for  official  use.  The  term  "services  other  than  personal  services"  de¬ 
notes  such  items  as  dro,yo-gc,  hire  or  automobile  or  truck  (with  or  v/ithout  driver), 
hire  of  boat  or  other  vehicle  or  equipment,  and  the  like.  To  simplify  state¬ 
ment  heroin  the  v/ord  "supply"  will  be  understood  to  mean  cither  or  both  sup¬ 
plies  and  services  other  than  personal  services.  Also  the  abbreviation  F.  R.  D.  A 
will  indicate  reference  to  a  Fiscal  RoguJation  of  the  Department  of  ilgriculturc. 

Unless  a  field  loader  is  given  .authority  to  solicit  bids  end  accept  the 
most  advanta^gcous ,  in  canh  case  of  loca,l  solicitation  of  bids  in  the  field  the 
bids  must  be  transmitted  to  Washington  for  acceptance  by  the  Chief,  Division  of 
Purchase,  Sales  and  Traffic.  Fnere  bids  are  to  be  solicited  in  the  field, 
therefore,  the  solicitation  should  he  made  a  s.ufficient  time  in  advance  of  the 
tim.e  vfnen  the  supply  covered  thereby  will  be  needed  to  perm.it  each  dealer  invited 
to  bid  a  reasonable  period  in  which  to  prexoare  and  submit  his  bid,  to  forward 
the  bids  received  by  mail  to  Washington  for  acceptance,  to  receive  back  advice 
of  accexDtance  in  the  case,  and  to  order  and  have  the  supply  delivered.  As  8.  rule, 
the  leader  in  the  field  by  careful  planning  can  foresee  the  need  of  a  suDply, 
es]pecially  a  normal  or  seasonabl;/  recurring  one,  sufficiently  in  advance  to 
solicit  bids  far  enough  8.head  of  the  time  when  the  sipply  will  act'oaAly  be 
needed  to  allow  the  different  steps  involved  to  be  taken  ’•luthout  undue  haste 
at  any  stage. 

In  some  Instances,  however,  vfnere  tim.e  in  which  to  make  solicitation, 
etc.,  is  limited,  resort  may  be  made  to  the  telegraph  as  Indicated  hereafter, 

(see  "particularly  ITo.  10  below.) 

notwithstanding  the  most  careful  planning,  unforeseen  need  for  a  supply 
map  arise  so  urgent  and  immedia-te  tint  time  does  not  permit  even  the  most  hurried 
solicitation  of  bids,  when  a  sufficient  quantity  of  the  supply  to  meet  the 
emergency  may  be  purchased  in  the  opien  m.arket ;  and  if  such  emergency  'purchase 
exceeds  $50  in  amo-.-mt,  absence  of  competition  may  be  justified  by  exigency 
statement  (see  para.graph  68(b)  F.R.D.A. ; a.lso  refer  to  the  other  lettered 
sections  of  this  p)aragraph  for  other  exigencies  that  ni.ay  bo  cited  where  appli¬ 
cable  to  justify  purchases  in  excess  of  $50  without  competition).  Ulien  a 
purchase  in  excess  of  $50  is  made  under  any  condition  of  exigenej/,  pr&per  re¬ 
ference  tnereto  should  be  mafu  by  the  lea.der  in  the  field  making  the  Tpurcliase 
on  the  covering  1034  voucher  (see  blank  space  on  the  face  of  leader's  cert.ifioate 
as  to  recciot  of  supoly  and  paragra.phs  3  and  5  under  "Method  of  or  Absence  of 
Advertising"  on  reverse  of  form  1034).  In  addition,  for  the  Bureau’s  advice  aud 
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to  suppl-/  additional  information  'to  the- 'General  Account irg  Office,  should 
it  oe  deemed  necessary  or  oe  called  for,  each  1034  voucher  covering  a  pur¬ 
chase  in  excess  of  made  ■'onder  exigency  must  he  accompanied  hj^  a  statement 
detail  the  facts  -  estaolishing  the  unforeseen  and  emergency  nature  of 
tue  need  and/or  other  condition  of  exigency.  In  any  case  of  purchase  under 
of  a  supply  in  excess  of  $50,  a  shoTing  must  also  he  made  that  the 
price  paid  is  fair  and  reasonable  (last  section  unlettered  of  uarasrauh  68 

F.R.D.A.).  ■■  ^ 

Ghen  in  the  opinion  of  a  leader  the  need  arises  in  the  field  for  a 
supply  necessitating  the  solicitation  of  hids,  unless  he  is  already  authorized 
in  his  letter  of  authorization  or  otherwise  to  solicit  hids  in  the  field  on 
sucxi  supply,  tne  leader  should  address  a  letter  to  the  Bureau  (or  telegrauh 
if  necessary)  stating  the  nature  of  the  need  and  giving  with  as  much  detail 
as  is  available  a  description  of  the  supply  required. 

Care  should  he  exercised  by  the  leader  in  describing  the  supply.  The 
exact  pur-pose  for  which  the  supply  is  to  he  used  is  important  in  this  con¬ 
nection,  as  condition  of  use  frequently  determines  what  may  he  specified  in 
a  solicitation  for  hids;  that  is,  if  a  special  need  is  shown  which  can  he 
served  only  by  a  supply  of  partic'ular  quality  or  possessing  special  features, 
the  specification  of  such  quality  or  features  is  justified,  while  if  such 
special  need  is  not  shov;n,  the  specification  of  special  features  or  kind  of 
supply  ma-y  not  he  justified,  particularly  if  such  specification  tends  to 
limit  competition.  Bor  example:  A  truck  is  needed  for  hauling  heavy  loa-ds 
over  mountainous  roads  —  by  showing  this  use  specification  of  a  more  pcrerful 
truck  of  greater  load  c.apacity,  etc.,  is  justified  than  would  he  the  case  if 
the  special  need  or  use  were  not  shoyrn;  recleaned  oats  are  needed  for  the 
mixing  of  poisoned  bait —  by  showing  this  special  use  and  that  only  oats  of 
the  highest  qua.lity,  entirely  free  from  chaff,  etc.,  are  suitable  for  the 
purpose,  oats  of  the  required  grade  or  even  of  o.  special  kind,  as  Idaho  oats, 
may  ho  specified;  an  outboard  motor  is  needed  for  use  of  a  game  protector  in 
apprehending  violators  of  the  migratory-bird  lawsJDy  showing  this  special  use 
a  motor  equipped  with  special  features  for  silent  operation,  quick  starting, 
and  easy  handling  may  bo  specified  even  though  competition  is  thereby  limited 
to  one  ma,ke  of  motor,  '.vhilo  if  such  special  use  were  not  shown,  the  specifica¬ 
tion  of  these  special  feak-'ures  would  not  be  warranted. 

In  describing  a  needed  supply;-  the  leader  must  not  lot  personal  pre¬ 
ference  enter  into  the  mahter  unless  he  can -bank  up  his  preference  by  showing 
experience  in  the  use  of  such  supply  and  ample  opportunity  to  corrroare  its  use 
with  the  use  of  other  kinds  or  makes  of  such  supply. 

The  leader  must  not  describe  a  particular  make  or  kind  of  supply  by 
name  unless  it  is  so  described  not  to  lim.it  competition  to  that  make  or  kind, 
but  to  set  a  standard,  .and  then  the  words  "or  equal"  or  similar  expression 
should  be  used.,  as  -for  instance:  "ITo.  3  ITewhouse  tra:q,  or  equal"  or  "of  the 
same  type  as  a- Ford  Do  L-uxe  Delivery  truck  or  a.  Chevrolet  Sedan  Delivery  truck," 

Upon  receipt  in  the  B-iurean  of  the  leader's  letter  requesting  the  solici- 
ta-tion  of- bids  on  a  supply  the'  ma-tter  will  be  given  cons idera^t ion  by  the  proper 
o-pera.ting  division  and  the  leader  advised  v/hether  the  contemplated  purcha.se 
is  deemed  necessany,  and,  if  so,  v;hcthcr  solicitation  of  bids  for  tne  supply 
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v.'ill  Tdg  made  from  Washington  (see  paragraph  67,  F.H.h.A.)  or  hy  the  Iciadcr  in 
the  field.  If  solicitation  is  to  he  ma,de,  in  the  field  .the  description  of  the 
supply  a,s  furnished  hy  the  leader  will  either  he  a.pproved  a.s  the  specifications 
to  he  used  in  the  invitation  to  hid  or  he  will  he  advised  as  to  how  such  speci¬ 
fications  ma^y  ho  improved. 

When  bids  on  a  supply  arc  to  he  solicited  in  the  field  procedure  should 
ho  as  follows: 

(1)  Always  use  Standard  form  33  unless  othervrise  specifically  instruct¬ 
ed  and,  if  necessary,  continuation  sheet  Standard  Form  36.  It  is  not  necessary 
to  make  an  original  copy  of  the  invitation  for  ea,ch  dealer  to  he  solicited  -  as 
imany  legible  ca^rhons  as  can  he  ma-de  should  he  t^/pod  at  one  time. 

(2)  Carefully  fill  in  the  blank  spaces  (except  "Contract  IJo. _ " 

'.vhich  shoo.ld  he  left  blank)  at  the  top  of  form  33,  t^rping  or  v;riting  on  the 
first  line  "Af,ricultrire  -  Biological  S^'orvey",  followed  hy  name  of  office  of  the 
leader  as  "Rodent  Control",  etc.;  on  second  line  sho';  local  officiat  address 

of  leader  and  date  when  bids  a.ro  sent  out;  -under  "invitation"  show  date  and 
hour  of  such  date  bids  are  to  he  opened;  indicate  f.o.h.  point  of  delivery  and, 
if  desired,  means  of  delivery  as  hy  express,  freight,  etc.  (if  preferred  de¬ 
livery  may  ho  indicated  in  the  Specifications  below);  sign  "Invitation"  showing 
official  title;  type  opposite  signature  the  nano  and  address  of  doa.lcr  soli¬ 
cited. 

(3)  Specifications.  This  is  the  most  important  part  of  the  solicitation 
of  bids.  The  specifications  approved  or  f-'ornished  hy  the  B'ureau  should  he 
used.  If  tine  has  not  permitted  the  submission  of  specif icat ions  to  Washington 
before  soliciting  bids,  or  if  a  supply  is  involved  on  -./hich  the  locAor  is 
authorised  hy  his  letter,  to  solicit  bids,  the  specif  icat  ions  should  he  draarn 
in  ancordance  with  the  instructions  previously  given  in  this  memorandum. 
Specifications  must  he  specific  —  they  should  leave  no  room  for  the  bidder  to 
guess  what  is  wanted,  hut  should  contahn  all  the  information  essential  to 
enable  the  bidder  to  submit  an  intelligent  hid.  In  callin  '  for  bids  on  e.  supply 
measured  by  pounds,  gallons,  or  the  like,  a  definite  ouantity,  or  at  least  a 

minimum  and  m.aximum  quantity  (for  exarrole:  not  less  than  _ pounds  or  more 

than  _ pounds)  must  he  stated. 

(4)  Whenever  practicable  at  least  three  bids,  more  if  conditions  permut, 
must  be  solicited  in  each  case.  If  in  any  insta-nce  a  leader  is  not  able  to 
solicit  at  least  three  bids,  he  should  furnish  a  statement  to  the  Bureau  setting 
forth  the  reason  why  it  is  impracticable  to  solicit  that  number.  Rote  that  the 
expression  is  solicit :  when  the • leader  has  invited  to  hid  all  the  dealers 
in  the  required  supply  w ithin  a  practicable  distance,  conditions  of. delivery, 
etc.,  considered,  the  leader  has  done  his  part  toward  obtaining  proper  competi¬ 
tion.  Only  one  bid  or  not  even  one  may  be  received  in  response  to.  the  solicita¬ 
tion,  nevertheless  the  leader  is  in  position  to  state  definitely  that  such  com¬ 
petition  as  \vas  practicable  has  been  sought,  and  the  result  when  reported  to  the 
Bureau  will  speak  for  itself.  A  leader  must  never  rely  on  oral  solicitation  or 
investigation  to  take  the  .place  of  approved  solicitation  on  form  33.  For  should 
the  leader,  as  a  general  rule,  rely  solely  -apon  his  knowledge  of  local  con¬ 
ditions  to  Justify  the  o.bsence  of  competition,  especiallj^  v^here  thero  -arc  two 
or  more  doahers  v\rithin  a  practicable  distance  whose  business  is  of  such  nature 
that  they  might  reasonably  be  suioposod  to  hamdlc  supplies  of  the  kind  needed. 
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Tho  better  plan  is  to  solicit  bids,  even  though  the  leader  knows 
the  solieitation  will  be  fruitless,  or  that  only  one  dec,ler  will 
thus  soliciting  bids,  the  personal  knowledge. of  the  leader  as  to 
will  be  reduced  to  a  tangible  form  for  submission  to  the  General 
ficc. 


in  adva.ncc  that 
respond.  By 
local  conditions 
Accounting  Of- 


(5)  Deliver  the  Invitations  to  bid  to  the  dealers  solicited  by  ma.il, 
or  ii  preferred,  especially  if  time  is  limited,  deliver  them  in  person  when, 
if  practicable,  the  dealer  may  hand  you  his  bid  in  a  sealed  envelope  properly 
endorsed.  All  dea.lcrs  invited  to  bid  should  be  instructed  to  submit  their 

bids  in  scaled  envelopes  plainly  marked  on  the  outside  -  "Did  on _ to  be 

opened  _ (insert  hour) _ (insert  date) _ "  and  a.ll  bids  received  must 

be  opened  and  scheduled  at  the  time  specified  in  the  Invitation. 


(6)  Space  on  the  reverse  of  form  33  hco.dcd  "Sid"  is  exclusively  for 
the  use  of  the  bidder  and  nothing  should  be  written  therein  by  the  leaxler,  but 
it  should  be  filled  in  and  signed  by  the  bidder. 

(?)  If  the  leader  is  authorized  to  a.cccpt  the  most  advantageous  bid 
received  in  a.  cr.se,  ho  should  do  so  in  the  space  on  the  reverse  side  of  form 
33  headed  "Acceptance"  by  da.ting  and  signing  the  acccpta.ncc.  If  a.  leader 
authorized  to  accept  bids  in  anj^-  ca.se  accepts  a  bid  that  is  not  the  lowest  a.s 
to  price  of  those  received,  he  should  prepare  in  duplicate  and  sign  a  sta.tc- 
ment  giving  in  detail  the  rea.sons  why  the  higher  bid  accepted  is  considered 
the  most  a.dva.nta.gcous  of  those  received.  This  statement  in  duplicate,  the 
accepted  bid  and  copy  thereof  together  with  all  other  bids  received,  and  a. 
list  of  any  dea.lcrs  with  their  a.ddrosses  invited  to  bid  v;ho  failed  or  declined 
to  bid,  must  be  forwarded  to  the  Burea.u  with  the  form  1054  voucher  covering 
purchase.  If  the  accepted  bid  involves  more  than  one  p’orchase,  the  pa.p'ers 
indicated  should  accompany  the  1034  voucher  covering  the  first  p-archause  there¬ 
under  and  vouchers  covering  subsequent  p,-archD.ses  should  bea.r  reference  to  such 
a.ccepted  bid. 


(8)  In  the  case  of  a.  solicitation  of  bids  in  the  field  where  a.cccpta.nce 
must  be  made  by  the  Chief,  Division  of  P'orchase,  Sales  and  Traffic,  of  the 
Department,  the  le.a.dcr  should,  a.s  soon  as  practico.ble  a.fter  the  bids  a.rc  opened 
a.nd  scheduled  by  him,  transmit  a.ll  bids  received  to  the  Burea.u,  together  v;ith 
a.  list  of  the  dealers  with  their  addresses  v/ho  were  invited  to  bid  but  did  not 
respond,  a.nd  his  recomncnda.t  ion  for  acccpta.hce  of  what  he  considers  the  most 
a.dva.ntagcous  bid.  If  the  bid  recommended  for  acceptance  is  the  lov/cst  as  to 
price  of  a.ll  bids  received,  there  will  be  no  difficulty  in  obta.ining  a.cccpta.nce 
of  such  bid,  provided,  of  course,  the  solicitation  ha.s  been  conducted  in  a.p- 
proved  manner  and  the  pa.pcrs  arc  in  proper  shape.  TThcrc  a  higher  bid  is  re¬ 
commended  for  acccpta.nce,  however,  more  difficulty  ma.y  be  experienced  in  ob¬ 
taining  acceptance;  in  fact  it  ma.y  develop  tha.t  a.cccpta.nce  of  such  higher  bid 
can  not  be  secured.  «hon  a  higher  bid  is  recommended  for  acceptance  by  a 
lea.dcr,  he  must  clearly  indicate  the  points  in  vfnicli  all  lower  bids  received 
fail  to  meet  essential  requirements  of  the  specif ica.tions  or  essential  sti- 
pula.tions  as  to  time  or  conditions  or  delivery.  It  is  risoless  to  recommend  a 
higher  bid  if  a  lo\;cr  one  meets  all  csscntia.l  specifications  a.nd  rcquircm.cnts , 
even  thoiigh  the  supply  offered  under  the  higher  bid  is  of  a  superior  qualit5i" 

Or  conta.ins'  features  tha.t  mahe  it  the  best  buy. 

In  any  case  ’./here  bids  have  been  solicited  in  the  field  a.nd  a.cccpta.nce 
must  be  ma.de  by  the  Chief,  Division  of  Purcha.se,  Sales  a.nd  Tra.ffic,  if 


tine  docs  not  permit  tlie  tronsmission  of  the  bids  to  Washington  by  mohl 
n,nd  receipt  bnck  by  the  sojno  means  of  the  accepted  bid,  the  result  of  the 
solicitation,  giving  the  amount  of  each  bid  received  and  the  name  of  the 
bidder,  may  be  telegraphed  to  the  Eureau  with  reouest  for  informal  acceptance 
of  the  most  advantageous  bid  and  ’.’Vired  authority  to  make  purchase  thereunder, 
the  bids  to  be  subsequently  transmitted  to  the  Bureau  for  formah  acceptance 
and  completion  of  records.  In  a.  case  of  this  kind  it  is  particularly  true 
that  uhile  the  obtaining  of  informal  axceptence  of  the  louest  bid  as  to;  price 
may  be  a  simple  mahher,  where  a  higher  bid  is  reconvaended  for  acceptance,  the 
securing  of  axceptance  thereof  may  be  difficult.  If  the  leader,  therefore, 
in  his  telegram  recouirnends  acceptance  of  a  higher  bid,  he  must  state  the  facts 
based  on  the  specifications  in  the  ca,se  that  justify  his  recommendation. 

In  any  instance  where  time  for  solicitation,  etc.,  is  limited, as  soon  as 
the  invitations  to  bid  are  sent  out  by  the  leader  he  should,  if  practicable, 
forward  to  the  Bpueau  by  mail  a  copy  of  the  invitation  to  bid  as  distributed 
by  him  with  a  list  of  the  deahers  he  lias  invited  to  bid.  Tlien  when  the  leather 
telegrarphs  the  result  of  the  solicitation,  the  Bureau  will  ha.ve  in  its  possession 
more  definite  information  to  present  to  the  Chief,  Division  of  Purchase,  SaJes 
and  Traffic,  of  the  Depaa’tmont ,  and  thus  enable  such  Chief  to  t.ake  more  prompt 
and  intelligent  action  in  informally  accepting  the  most  advantageous  bid  received 
in  the  case. 


